
Complete & Submit                   
Expense Report 

SharePoint Quick Guide 

Completing and submitting  your expense report is the second step in the EOTA two-step 
travel process and must done upon returning from travel in accordance with EOTA  & 
Federal Travel Regulations.  
There are two ways to access your expense report. Option #A: Use the link provided 
within your approval email, or Option #B: Navigate from the EOTA SharePoint Dashboard. 

 
 
 
 
 
 
 
 
 
Step #A1: Click OPEN 
THE FORM located in 
your email notification 
from EOTA Operations 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step #A2: Enter current 
User name and 
Password  
 

Step #A3: Click Sign In  
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Step #A4: Skip to Step 
#1 on page 4 
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Step #B1: Enter 
https://sp.eota.energy.
gov into your browser 
URL bar, then press         
       Enter key on your 
keyboard 
 
 
 

Step #B2: Enter current 
Username and 
Password  
 

Step #B3: Click Sign In  

Option #B 

A4 

B2 

B3 

B1 

https://sp.eota.energy.gov/
https://sp.eota.energy.gov/
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Step #B4: Click Travel 
Authorization & 
Expense Report, under 
Travel Forms 
 
 
 
 
 
 
 
 
 
Step #B5: Click the 
desired Expense report 
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B4 

B5 TestDOE Expense000000000 DOE 123 Course  6/23/2014 $1,234.56 

TestDOE@nnsa.doe.gov 



 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step #1: Enter Job 
Number  
Step #2: Enter Task 
Order 
 
Step #3: Enter actual 
dollar amount spent 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step #4: Enter actual 
dollar amount spent on 
each nightly room rate  
 
 
 
 
 
 
 
 
 
 
 
 
 

Step #5: Enter actual 
dollar amount for other 
expenses  
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      Please Note: 

Verify that your 
Requestor, Activity, 
and Expense info is 
accurate. 
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3 
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      Please Note: 

Do NOT include room 
tax or other hotel 
charges. 

    Quick Tip: Click Insert Item 

to add any other expenses.  

TestDOE 



 
 
Step #6: Enter 
Uncategorized Expense 
Dates 
Step #7: Descriptions,  
and 
Step #8: Amounts  
 
 
 
 
 
 
 
 

Step #9: Click the Click 
here to attach a file 
button  
 
 
 
 
 
 
 
 
 
 
 

Step #10: In the Attach 
File pop-up window, 
click Choose File 
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    Quick Tip: An uncategorized expense 

includes hotel resort fee or any other expense 
that has not been previously categorized.  

      Please Note: 

For faster processing, 
please scan and save 
all travel receipts into 
one .pdf file. 
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Step #11: Select 
desired file from the 
established computer 
or network folder 
Step #12: Enter 
appropriate File name 
Step #13: Click Open 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step #14: In the Attach 
File pop-up window, 
click Attach 
 
 
 
 
 
 
Step #15: Ensure that 
all the appropriate files 
has been attached 
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    Quick Tip: Click Cancel if 

you attach the wrong file.  

11 

13 

14 

12 

Complete & Submit                   
Expense Report 

SharePoint Quick Guide 

15 



 
 
 

 
 
 
 
 
 
 
Step #16: Click Submit, 
to initiate the approval 
process 
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      Please Note: 

You’ll receive email 
notifications from the 
system when you 
need to resolve any 
issues that are 
preventing the 
approval of your 
expense report. 

    Quick Tip: You can click 

Save any time to save any 
incomplete expense reports.  

16 

Complete & Submit                   
Expense Report 

SharePoint Quick Guide 

For SharePoint help:  Scott Stoudenmire 
 (505) 796-0996 Ext 109 
 sstoudenmire@itpnm.com 

For EOTA LMS assistance: Janet Lee  
   (505) 845-6617  
   na-40_2trainingacademy@nnsa.doe.gov 


